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PUBLIC WORKS Division: 
BUILDING MAINTENANCE 

Item 
No. 

Description Retention 

1. Structural Records 

Includes building blueprints and utility information for 
existing buildings, and architectural drawings for all 
renovations on city buildings. 

Retain permanently. 
Transfer periodically to the 
Maryland State Archives. 

2. Subject & Project Files 

Correspondence and materials related to individual 
subjects and/or projects. 

Screen annually and 
destroy the material that is 
no longer needed for 
business. 
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